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I. Purpose
To assist departments, academic programs, tutors, and parents (or guardians) in understanding the learning status of students who are academically behind, and to actively provide timely counseling and care to improve student learning outcomes, these guidelines are established.
II. Responsibilities of Instructors
1. All course instructors must conduct regular attendance checks and ensure that grades are entered online and submitted before the deadlines set by the academic calendar for mid-term and final grades each semester.
2. The university's student learning care system is divided into three stages: beginning of the semester, mid-term, and end of semester care systems.
III. Early-Stage Care (Beginning of the Semester)
1. Office of Academic Affairs: By the second week of each semester, in cooperation with the Office of Information Services, a list of students requiring attention (students with more than one-third of failed courses from the previous semester) should be displayed in the "Instructor Information System" for reference by instructors and class tutors.
2. Office of Academic Affairs: By the fourth week, instructors will be notified to review students' attendance and learning progress and update the "Early Learning Care List" by the end of the fifth week, which will be forwarded to the class tutors.
3. Office of Student Affairs: Class tutors will follow up with the students on the care list and document the process in the "Early Learning Care Counseling Record".
IV. Mid-Term Care
1. After the mid-term exam results are compiled, the Office of Academic Affairs should provide a list of students who have failed more than half of their courses and provide this list to the respective departments, International College, and the Office of Student Affairs for mid-term care counseling. Each department should submit a "Mid-Term Care Plan". Class tutors should be informed to assist with counseling.
2. Office of Academic Affairs: Parents or guardians of students who have failed more than half of their credits should be notified by mail to understand the students' academic performance.
3. Office of Academic Affairs: In case the number of students failing a subject exceeds 25% of the total enrollment, the department heads should be notified to work with the instructor in identifying issues and providing support.
4. Departments: In response to subjects with a high failure rate, instructors should be encouraged to offer remedial classes to help students improve their academic performance.
5. Departments: "Night Study Rooms" may be established for students to study independently, with additional tutoring provided by instructors for subjects with high failure rates.
V. End-of-Semester Care
1. Instructors: After the final exam, instructors should quickly finalize grading and, if a student fails, they may be offered opportunities to improve their performance or retake exams before finalizing the grades.
2. Office of Academic Affairs: Department heads should monitor students who have failed twice in two consecutive semesters, ensuring that appropriate actions are taken.
VI. Counseling and Care Implementation
1. Early-Stage Care Counseling:
· Instructors should proactively offer office hours to assist students who have missed classes and need to catch up.
· Class Tutors should observe students’ emotional and lifestyle issues and, if necessary, refer students to appropriate counseling services or other departments for further support.
2. Mid-Term Care Counseling:
· Instructors should immediately analyze mid-term results and, if necessary, provide students with the opportunity for makeup exams or remedial actions.
· Office of Student Affairs: Class tutors should interview students who have failed more than half of their credits between the 11th and 13th weeks and record their findings.
· Class Tutors: Based on evaluations, they may refer students to various university support centers (Counseling, Health, etc.) for additional assistance.
3. End-of-Semester Care Counseling:
· Instructors should consider offering students who are borderline passing additional opportunities to improve their grades.
· Office of Student Affairs: At the end of each semester, a review of the learning care outcomes should be conducted, with improvement strategies analyzed for future semesters.
VII. Monitoring and Follow-Up
· Office of Academic Affairs: At the end of each semester, subjects with unusually high failure rates should be evaluated, and instructors should analyze potential causes and collaborate with department heads for improvement.
· Student Affairs Office: Following up with tutors’ counseling performance and providing a summary report for review.
VIII. Final Provisions
This document shall be implemented after approval by the Academic Affairs Meeting and the President’s final endorsement. Any amendments will follow the same process.

